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SCHEDULE #;: 91-b021 

EFFECTIVE DATE: 05/31/91 

Agency Code: 046@ 
Agency: Mer i t  System 

Of f i ce :  F lex ib le  Benef i t s  D iv i s ion  
Creat ing 

Ser ies 
Ti t le/Dates:  .f"Flex Insurance Claim F i l es , "  Ju l y  1, 1986 and cont inu ing 

Access: Closed (OCGA 50-18-72(e)(2)) 
Class: I nd i v idua l  

Related To: Claims f o r  t he  l i f e  and dependent l i f e  insurance benef j t s ,  
short-term and long-term d i s a b i l i t y  bene f i t s ,  and 
accidental  death and.dismemberment op t i on  benef i t s .  

Arrangement: Alphabet ical  by name o f  insured w i t h i n  option/insurance c a r r i e r  
category 

Retent ion 
Requirement: Admin is t ra t i ve  need th ree  (3 )  years 

Media: Paper 

D ispos i t i on  
Ins t ruc t i ons :  Cut o f f  a t  end bf  f i s c a l  year, 

Hold i n  c u r r e n t ' f i l e s  area one ( 1 )  year, o r  u n t i l  State 

Transfer t o  the  State Records Center, 
Hold two ( 2 )  years, then 
Destroy 

Audi t  i s  compieted, whichever i s  longer, then 

This  records re ten t i on  p lan  gives the  State Records Committee approved 
re ten t i on  i ns t ruc t i ons  f o r  the named records se r ies  by the named c rea t i ng  
o f f i c e .  

~~- ~~ 6-4-94 - ~. - 
Date 

L a n d  &+-- 
Edward Weldon 
Secretary o f  State Designee 
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